
UNITED STATES BANKRUPTCY COURT
EASTERN DISTRICT OF TENNESSEE

VACANCY ANNOUNCEMENT
  Number  2008-003  

POSITION TITLE:    Case Administrator OPENING DATE:       07/03/08       

LOCATION:    Greeneville, TN    CLOSING DATE:       07/25/08        

CLASSIFICATION LEVEL:  CL 24 - CL25 depending upon experience 

STARTING SALARY RANGE:    $32, 603 - $45,040 depending upon experience 

                          (annual increases are contingent upon satisfactory performance)

Posi t ion  O ver vi ew
Th e C lerk ’s O f f ice  f or th e U n ited  Sta tes  Ban k ru p tcy  Cou rt for th e E aste rn  D istrict of Te n n essee co n sists
of  a  m ain of f ice l ocat ed in Kno x v i l le a nd  t wo  s t af fed di vi siona l  o f f ices l ocat ed in Cha t t ano oga  a nd
Greene v i l le.   T hi s p osi t ion i s l ocat ed i n t he  Gr eene v i l le Di v isiona l  Of f ice,  an d r epo r t s t o  t he  De pu t y - in-
Ch ar ge o f  t h e of f ice.   A Case Adm in ist rator  per for m s var iou s fu n ct ion s an d i s resp on sib le f or
m ain ta in in g  a n d  p roc essin g  ca se  in form atio n  a n d  m an ag in g  th e p rog ress io n  of ca ses f rom  op en in g  to
f in a l d ispo sit ion ,  i n  acco rdan ce w it h  ap p rov ed  i n ter n a l con tr ols,  p roced u res,  an d  r u les.   A  Case
Ad m ini st rat or  per for m s doc ke t ing,  not icing,  m anagi ng t he pr ogr ession  o f  c ases,  m ai nt ai ni ng of f icial
case  r ecor ds,  m on it or in g the co m plet ion  of  r equ ired p rocedu ral st eps,  pr epa r in g case docu m ents for
appeal ,  r ev iew ing f i led do cum ent s t o det er m ine c onf or m it y  a nd  t ak ing  a ppr opr iat e ac t ion,  e nsur ing t hat
a ll  o rd ers  a n d  a u to m ate d  e n tri es a re  a pp ro p ria te ly  a n d  a ccu ra te ly  d ock ete d , a n d  m ak in g  su m m ary
entr ies on  t h e docket  of  al l  docum ents an d p rocee ding s.   I n  add it ion ,  t h is posi t ion  r ecor ds cour t room
pro ceed in gs w it h  th e u se o f el ectro n ic  e qu ip m en t, a s w ell  a s o th er d u ti es a s a ssig n ed . 

Qu a li fic a ti on  S ta n d ard
Min im u m  Q u ali f ication  Req u ir em en ts:  To  b e con side red  f or th is positi on  ap p li can ts m u st p ossess a
hi gh  s cho ol d ipl om a o r  e qu iv a lent .   I nc um be nt  m us t  h av e k no wl edg e of  l ega l  t erm ino logy  a nd
p rocesse s; h ave  ligh t r esea rch /a n alysis cap ab il it ies; a n d  p resen t a  p rof ession al d em ea n or a t a ll  t im es.
Ex t rem ely  f ast - pa ced po si t ion requ ires i nc um be nt  t o  b e det ai l - or ient ed and  p ossess s t rong
org an izatio n al a n d  co m m u n ica tio n  sk ills.  A ccu ra te ty p in g , so lid  c om pu ter s k ills, a n d  f am ilia rity w ith
W ord Perfect a n d  A dobe A cro bat d es ired .  I n cu m ben t m u st be a  d ep en dab le, f lex ib le te am  p articip an t.
Posit iv e cu stom er service ori en tation  i s a m u st.   A  coll eg e d eg ree, p r ior  cou r t,  l eg al,  or  b an kru p tcy
exper ience as w el l  as exper ience usi n g C ase M an ag em ent/El ect ron ic C ase Fil in g (CM /ECF ) ap pli cat ion
is pr efer red.

Gene ra l  Ex pe r ienc e:  Thr ee y ears p rogr essiv ely  r espo ns ibl e e x pe r ienc e t ha t  pr ov ide s e v ide nc e t ha t  t he
app l icant  h as ( 1)  a  g ood un de rst and ing  o f  t he  m et ho ds  a nd  a dm ini st rat iv e m achi ne ry  f or  a ccom pl ishi ng
t he  wo rk  of  an orga ni zat ion;  ( 2)  t he  a bi l i t y  t o  a na ly ze p robl em s a nd  a ssess t he  p ract ica l  i m pl icat ions
of  a l t erna t e s o lut ions ;  ( 3)  t he  a bi l i t y  t o  c om m un icat e w i t h ot he rs,  o ra l ly  a nd  i n wr i t ing ;  a nd  ( 4)  t he
capacit y to em p loy th e kn ow led ge,  skil ls an d  ab il it ies i n  t h e r esolu ti on  of  p rob lem s.
 
Sp ecial ized Ex per ienc e:  Tw o ye ar s p rogr essive ly r esponsi bl e cler ical  e xper ienc e requi r ing t he r egul ar
an d r ecur r in g app l icat ion  of  c ler ical  pr ocedu res in vol vi n g the r ou t in e use of  keyboard s ki l ls an d u se of
W in dow s XP an d w or d p roces sin g sof t w ar e,  pr ef er ab ly W or d Per fect ; an  un der st an ding  of  s peci ali zed
t er m inol ogy;  a dem ons t rat ed abi l i t y t o appl y a b ody of  r ul es,  r egul at ions ,  di r ect ive s,  o r  l aw s,  and an
ab il it y  to  le arn  e le ctro n ic  co m pu te r so ftw are . 



Ben efits
< Ten pai d hol idays  a ye ar
< Paid an n u al leave i n  t h e am ou n t  of  13  day s an n u all y ( in cr eases  af t er  3 year s of

feder al ser vi ce)
< Paid  sick  lea v e in  th e a m ou n t of 1 3  d ay s a n n u ally
< Retire m en t B en efits
< Th rif t S av in gs Pla n  in clu d in g  in v es tm en t op tio n s a n d  m atch in g  b en efits
< Opt iona l  p ar t icipa t ion in a  c ho ice o f  s ub sidi zed Fede ra l  Em pl oy ee He alt h Bene f i t  Plans

wi t h pr et ax  d edu ct ions
< Op ti on al par ti cipa ti on  i n  Fed eral Em p loyee s G rou p  Lif e I n su ran ce
< Op ti on al par ti cipa ti on  i n  Lon g  Term  Care I n su ran ce
< Op ti on al par ti cipa ti on  i n  Lon g -Te rm  D isab il it y I n su ran ce
< Opt iona l  p ar t icipa t ion in a  f lex ibl e s pe nd ing  p ret ax  p rogr am  f or  De pe nd ent  Ca re a nd

Med ica l C are

I n fo rm atio n  f o r Ap p lica n ts
Th is p osi t ion  i s a  fu ll  tim e, p erm an en t a ppoin tm en t.  E m p lo y ees o f th e U . S . B an k ru p tc y  Cou rt a re
Ex cept ed Ap po int m ent s a nd  s erv e at  t he pl easur e o f  t he  Co ur t ;  t he y  a re n ot  i nc lud ed in t he
gov ern m en t c om peti ti v e se rv ice cl assific ati on  sy ste m .  Posit io n s a re  cl assifie d  a n d  g ra ded  b y  th e Cou rt
Personn el Sy st em .   Di rect  De po si t  o f  p ay  i s m and at ory .   A s a  c ond it ion of  e m pl oy m ent ,  a n FBI
Back g ro u n d  Ch eck  is  re qu ire d . C le ric a l a b il it y  te sts  m ay  be g iv en  to  app li can ts , in clu d in g  a data  e n try
k ey board  sk il ls  te st.  

Cand ida t es m us t  s ub m it  a  r esum e,  i nc lud ing  a  l ist  o f  r eferenc es,  a nd  c ov er  l et t er  whi ch add resses t he
ap pli can t ’s qu ali f icat ion s,  s ki l ls an d exp er ience neces sar y t o per for m  t h e j ob.   The r esum e an d cover
let t er  s h ou ld b e m ar ked “c on f iden t ial”  an d m ail ed or  em ail ed,  pr ef er ab ly i n  PD F f or m at,   t o:

Hu m an Resour ce De pa r t m ent
Un it ed  S ta te s B an k ru p tc y  Cou rt
31  East  11 t h  Str eet
Chat t ano oga,  Tenne ssee 374 02- 2722

E-m ail  add ress :  hr -usbc@ t n eb. u scou r t s.gov

Cou rt fu n ds a re n ot a v a ila b le for in terv iew  or r elo ca ti on  e x p en ses .  Th e co u rt rese rve s th e rig h t to
m odif y t h e c on dit ion s of  t h is j ob an n ou n cem ent,  w i t h draw  the j ob an n ou n cem ent,  or  f i l l  t h e posi t ion
soon er th an  th e cl osin g  d ate , a n y  o f w h ich  a cti on s m ay  o ccu r w it h ou t p rio r w rit te n  n oti ce.  T h e Cou rt
wi l l  o nl y  c om m un icat e wi t h t ho se q ua l i f ied app l icant s who  a re s elect ed for  a n int erv iew.   S uc cessful
can d id ates  w ill b e req u ired  to co m p lete  a n  in itia l p erform an ce  ev alu atio n  p erio d  of em p lo y m en t.

***** ***** ***** ***** AN EQUAL OPPORTUNI TY EMPLOYER******* ***** ***** *** 


